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NASVH DBEY | NSTRUCTI ON 2060. 1E

Subj: TELEPHONE SERVI CE

1. Purpose. To publish the policy and procedure for the use of
tel ephone facilities aboard Naval Air Station (NAS) Wi dbey

| sl and.

2. Cancel | ati on. NASVH DBEYI NST 2060. 1D

3. Policy. Personal calls shall not be nmade from offici al

t el ephones. This applies to both Iocal calls and | ong distance
calls involving tolls, 800 nunmbers, and third party billing.
Personal calls nmay be nade from pay station tel ephones or from
comercially owned tel ephones installed in quarters. Use of
government furnished tel ephones for conducting private business
is prohibited. Governnent telephone |ines are subject to
noni t ori ng.

4. Facilities Avail able

a. Restricted Stations. These tel ephones are avail able for
on-station comruni cati on.

b. Nonrestricted Stations. These tel ephones have the
capabilities of off-station dialing on the Metropolitan Area
Network (MAN), | ocal area, and Defense Swi tched Network (DSN)
dialing. Conmercial |ong distance calls nust be placed from
nonrestricted stations.

c. Conbi ned Bachel or Housi ng (CBH) Tel ephone Facilities.
The CBH facilities have restricted on-station tel ephone services
for official use only. Oficial off-station calls wll be
connected through the station operator if the operator is
informed that it is an official call. Unofficial telephone
services for CBH facilities are provided by Anerican Tel ephone
and Tel egraph (AT&T). Oders for procurenent should be placed
directly with the conmpany business officeat 1-800-893-2018.

d. Overseas Mrale Calls

(1) The routing of Mirale Calls via the DSN systemis a
privilege afforded personnel based at NAS Wi dbey Island who are
depl oyed overseas. |IT IS NOT A RRGHT. Mrale Calls are limted
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to depl oyed personnel ONLY. No calls originating fromlocal off-
base | ocations will be patched to an overseas DSN |ine unless
specifically authorized. The NAS Wi dbey Island Petty O ficer of
the Watch (POOW is the central point of contact for the base.
Al calls will be limted to 10 mnutes. No calls will be
forwarded to | ong distance or 800 nunbers unless specifically

aut hori zed.

(2) Aircraft Internedi ate Mai ntenance Departnment (Al M)
Commander, Electronic Attack Wng, U S. Pacific Fleet (CVWWP), and
Commander, Patrol and Reconnai ssance Wng TEN (CPRW10) w |l nake
every effort to handle Morale Calls for personnel within their
respective groups. The NAS Wi dbey Island POOW shoul d be used on
an energency basis only. The follow ng nunbers are to be used by
t he above personnel for routing Mrale Calls:

(a) AIMD: 820-1571, 820-1561, 820-2413
(b) CWwWWP. 820-2278

(c) VQ: 820-8356, 820-8359

(d) VPs: 820-0375, 820-8689

5. Responsibility of Oficial Authorizing Long Distance Calls

a. Determne the urgency of a transaction requires such
pronpt action that other neans of conmmunication (e.g., naval
nessage or e-mail) would not suffice.

b. Limt authorized conversation to a reasonable | ength of
time. Except for conference calls, 3 mnutes should usually
suffice.

c. Record long distance and collect calls in a tel ephone |og
for use in verifying billing invoices.

d. Review conpleted calls. Investigate those that appear
guestionable and initiate necessary corrective action.

e. Make available all docunents required for periodic audits
of procedures by Information Resource Managenent (I RM tel ephone
di vi si on personnel .

6. Procedures

a. MAN. The MAN is Navy owned and connects to all the bases
in the Puget Sound region. Oficial calls to these bases and
their surrounding areas are non-bill abl e.



NASVHI DBEY! NST 2060. 1E
5 Jun 2000

b. DSN. Instructions for placing DSN calls are contained in
the station tel ephone directory. DSN is not authorized for
nonappropriated fund activities, for personal or unofficial
calls, or for calls wwthin the station or |ocal area.

c. Qutgoing Long Distance Calls. O ficial |long distance
calls can be placed fromnonrestricted stations when DSN i s not
available. Instructions for placing |ong distance and overseas
calls are in the station tel ephone directory. Priority DSN calls
must go through the swtchboard. Al hands are rem nded they may
be billed for a toll call which does not clearly fall within the
scope of an official |ong distance call.

d. Incomng Collect Calls. Incomng collect calls dialed
directly to a station extension shall be recorded by the called
party for reconciliation with the station tel ephone toll bill
Long distance calling criteria also applies to incom ng coll ect
calls.

e. Conference Calls. Facilities are available for placing
of ficial conference calls involving three or nore persons.
Conference calls should be used in lieu of holding a line while
calls are transferred fromone person to another, or in
preference to individual calls to several persons. The tel ephone
operator will assist in arranging these calls.

f. Switchboard Operating Hours. The switchboard will be
attended only from 0700 to 1630, Monday through Fri day.
Ener gency answering service will be provided by the Petty O ficer
of the Watch (POOW during the closure hours. This is alimted
service and shall not be used for unofficial calls. To limt the
nunber of information requests to the POON consult your station
t el ephone directory before asking for information assistance.

g. Precedence and Preenption. Al calls placed through the
station operator shall be classified as routine, unless the
caller indicates a higher category of precedence. Strict
adherence to the precedence definitions is nmandatory.

7. Repair. Telephone trouble/repair calls for on-base nunbers
(257- XXXX) shall be reported to extension 7-2667. Problens on
private lines (675/678/240/279/ 679-XXXX) are reported to GIE or
AT&T.

8. Wirk Requests. Work requests concerning tel ephone noves,
changes, or installation shall be submtted on Wrk Request,

Naval Air Station Wi dbey Island, NASW 11014/30 (3-00) to the IRM
Department, Tel ephone Division (N612), building 975.
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9. Cell Phones. Requests for cell phone service and equi pnent
must be sent directly to the I RM Departnment (N6), building 113.

The request will include justification, anticipated usage, whose
nane will appear on the bill, and the verifying official for
billing. The IRM D rector and Communi cations Oficer will review

the criteria and determne if service will be set up for the
cust oner.

10. Forms. NAS Wiidbey fornms required by this instruction are
avai l abl e on the NAS Adm ni stration Departnment Intranet web site.
Contact Fornms Control, NAS N12D, extension 7-2637 for information
and assi st ance.

/s/
L. G SALTER

Di stribution:
NASVH DBEY!I NST 5215. 2FF
Lists A(less 1,2), Bthru E



